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Employee Completes Self Evaluation 

 
Employees have an opportunity to contribute to their performance evaluation by optionally completing 
a self-evaluation within ePerformance. Employees can provide commentary which is specific to their job 
competencies and recommend future goals. They can also review their Training Information and Placer 
County Policies. 
 
If the employee is accessing the self evaluation by clicking on the link they receive from an email notifi-
cation, they will be taken to a “Start” screen.  The employee should click on the “Start” button to begin 
the self evaluation process.  If the employee is navigating to their self evaluation manually, the naviga-
tion is below: 
 
Step 1: Navigate to Self Service > Performance Management > My Performance Documents >  

Current Documents  
 

Select the current “Placer Performance Evaluation” document. 
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Step 2: An Employee can review and comment on their Competencies, when the Competencies tab is 
activated. 

 

 
 
 
Step 3: To see behavior details and optionally provide comments for each Compentency, an Employee 

must first expand all Compentency details by clicking on “Expand.”   
 
 Alternatively, an Employee can expand individual Competency details by clicking on the expand 

selection arrow (circled below) for a given Competency. 
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Step 4: Employees can optionally enter comments in the “Employee Comments” box. 
 

It is recommended to spell check comments by clicking on the “Spell Checker” icon (circled be-
low). 

 

 
 
Step 5: Also, Employees can optionally provide overall Competency Summary comments in the Com-

petency Summary Section. 
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Step 6: It is recommended to Save an evaluation while it’s work in progress by clicking “Save”. There is 

no limit to the number of times an evaluation can be saved. 
 

 
 
 
Step 7: To add Future Goals,  select the Future Goals tab and click on “Add Future Goals.” 
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Step 8: Enter a Title, Descrpition,  Measurement, and Due Date for your new Goal and click “Add.” 
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Step 9: Your new Future Goal will be displayed under the Future Goals tab.  
 

 To modify a Future Goal click . To delete a Future Goal, click . 
 
 To add additional Future Goals click on “Add Future Goal.” 
 
 You can also add comments for a given Goal in the “Employee Comments” section. 
  
 Click the “Save” button to save changes.  
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Step 10: An Employee can review their Training Information by selecting the “Training Information” 
tab. 

 

 
 
Step 11: To review the Placer County Policies,  select the “Placer County Policies” tab. 
 

 Note: When a document link is clicked, the actual document will be displayed in a new brows-
er window. You can subsequently close the document window without effecting your current 
ACORN session. 
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Step 12: Once an Employee is satisfied with their completed self evaluation, click “Complete”.   
 

 
 
Step 13:  A confirmation window then appear. Click “Confirm” to notify the Supervisor the Employee 

has completed their self evaluation. Click “Cancel” if additional changes need to be made to 
the self evaluation. 

 
 Note: No additional changes can be made to an a self evaluation once its complete. 
 
 

 


